Progress Review Overview for Rating Official and Employee

Progress reviews may only be initiated by supervisors. They are performance discussions that
must be documented in the MyPerformance appraisal tool. A progress review can be done at any
time during the rating cycle but must occur at least once. While the system allows for multiple
progress reviews, the timing and number of progress reviews (at least one) is at your
Component’s or organization’s discretion.

The employee is not given a performance narrative or performance element ratings at a progress
review. The supervisor and employee should engage in meaningful communications throughout
the appraisal cycle to review and convey:

a. Organizational goals and priorities.

Performance elements and standards, including ensuring the performance plan accurately
reflects the work being evaluated.

Supervisor’s expectations.

Employee’s accomplishments and contributions.

Employee’s level of performance including any areas that need improvement.

Barriers to success.

Employee’s developmental needs and career goals.

@ +~o a0

Employee input, while not mandatory, is possible at a progress review and highly encouraged at
the final performance appraisal discussion.

Who Participates in a Progress Review?

e A rating official (RO):

creates a progress review

conducts the progress review with the employee

coordinates with the Higher Level Reviewer (HLR) if required by local policy
documents communication of the progress review to the employee

AN NN

e Anemployee:
v may provide input
v acknowledge the progress review in MyPerformance

What are the steps in a Progress Review
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The typical steps in the progress review process are as follows:

1. The RO creates the progress review.

2. The progress review is approved by the HLR, as appropriate, or the RO documents the
HLR approval.!

3. The RO documents communication to employee and transfers the progress review to the
employee for acknowledgment.

5. The employee acknowledges the communication from the RO. (If an employee is not
available to acknowledge the progress review or refuses to acknowledge the progress
review, you will need to document this information.)

RO: Creating a Progress Review

1. On the MyPerformance Main Page, select the performance plan you want to create a
progress review for, make sure Action column reflects Update and select Go button. You must
have ownership of the approved performance plan to make any changes. If you do not have
ownership of the approved performance plan you can retrieve the plan by selecting Retrieve
under Action column.

NOTE: The Current Status is Plan Approved.
e e ]

Fiating CfficialMigher Laval Reviewsr

MyPerformance Main Page

e unclassified parsonnal information only. Do NOT enter classified information in this system. Unauthorized
frdy lead to presscutian.

Figure 1 - MyPerformance Main Page

2. When a RO has update capability (when Action column on Main Page reflects Update), the
RO must acknowledge (using Acknowledge button) that he or she has read and acknowledges

' As required by Component policy IAW DoDI 1400.25 V431
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his or her role and responsibilities during the appraisal period each time before working in
MyPerformance.

& Confirmation

Supsrrisory Sormmitmant Statemen

Acknege

Figure 2 - Supervisor Commitment Statement

3. The Step 1: Plan Details page is displayed as pictured below in Figure 3. Select the Progress
Reviews tab to create the progress review. If you need to get out of the tool at this time, select
the Choose an Action list of values (LOV) drop down arrow, select Return to Main Page,
followed by Go button.

n [ Progress Reviews ll Annual Appraisal | Narrative Statements | ViewfPrint Form | Manage Guest Partiipants

step 1: Plan Details || Step2: Mission Goals | Step 3: Performance Elements and Standards  Step 4: Approvals and ACKnowledgments

Employee Information

EHRIS Bwraox, Whjkuw G
sails

eed Help?

e | Annual Appraisal - DeD v Performance PI
e |ot-Apr2016 | P
e 31-Mar-2017 _7'0
o1-un-2017 | By

y  EMRIS Caachu, Crdqdd |

e EHRIS Caaohu, Cragad |
er  EMRIS Cazfx, Duszaxwycpeok C

‘Save and Continue

Figure 3 — Plan>Step 1: Plan Details>Navigate to Progress Reviews Tab

4. The Progress Reviews page is displayed as pictured in Figure 4. Select the Create Progress
Review button to create a progress review.

Pian | Progress Reviews | Annual Appraisal | Narraiive Statements | View/Print Form | Manage Guest Participants

— Choose an Action ] [Go

raox. Wahjkuw 6

. clion column
@& TIP Progress Reviews are a review of an employee's performance which typically occurs midway through the performance cycle. (Note: This does not pertain to the narrative statements or annual appraisal.) |
Create Progress Review I 37 = 75 £t
Number Created By ‘Creation Date Higher Level Review Date Status Communication Date ‘Communication Method Empicyee Ack'UD AL TR Delese
No resulls found

Figure 4 — Progress Reviews>Create Progress Review

5. The Create/Update Progress Review page is displayed. Select the Approvals and
Acknowledgements tab to document the progress review discussion date. Note: Please disregard
the Assessments tab as this does not apply to DPMAP, system modifications are pending.

NOTE: If your Component requires Higher Level Review for Progress
Reviews, continue along with this procedure. However, if your Component
does not require Higher Level Review skip to Step 10 (page 6 of this guide)
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Create/Update Progress Review
Go Back to Progress Reviews.

Employee Information

Employee Name  EHRIS Bwraox, Wzhjkuw G
Shaw Employee Detaits

Progress Review Infor

@ TIP A progress review should acknowledge achieve:

nd suggested areas for improvement. It should facilitate meaningful dizlogue and exchange of accomplishments and areas for improvement.

EHRIS Caachu, Crdqdd | Progress Review Number 1
s Initiated

| Assessments  Approvals and Acknowledgments I

Need Help?

ur employee’s performance elements and standards and self-assessments, and type or cop

Performance Elements

oA
Select  Omer  Performance Element Tite Status. Pertormance Element Type

Performance Element 1 Approved Crivical

2

Performance Element 2 Approved Critical

3 Performance Element 3 Approved Criveal

In MyPerformance Steps 1 and 2 are Higher Level Review acknowlegments. Step 1 task has been
opened for review or additional information, the following options are available:

Option A: Select Option A if the HLR needs to review and approve the performance

plan.

« Change the name of the HLR, if necessary.

» Select Transfer to HLR with or without email notification. (If there is no email
address for the HLR, you will only have the option to transfer without email notification.)

« Enter a notification message to the HLR and select Transfer to HLR with E-mail
Notification.

Option B: Select Option B if you are both the RO and HLR.

Assessments  Approvals and Acknowledgments

nployes's progress review Need Help?

for each st
Status Actor
Step 1. Rating Official - Request or Document Higher Level Review (i required) Mot Started Stant
are both the rating official and higher level reviewer, use Option B to document the approval,
Tite
Rating Official
Higher Level Reviewer
n lst of values, If required
EHRIS Cazhx, Duszaxwycpcok C Q
o o R g6 regarding Progress Rev ] fe g R E-mail Notif o

Enter message to Higher Level
Reviewer.

Spell Chack

Motice: You are about to contact EHRIS Cazfx, Duszaxwycpeok C by e-mail. Due to the unencrypted nature of this &-mail communication, please do not inchude any nan-public information such as social security numbers or privacy act infarmation in your e-mail.

Cancel I Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification I

Figure 5 - Approvals and Acknowledgments>Option A - Transfer to the HLR

6. The RO is navigated to MyPerformance Main Page after selecting to transfer to the HLR
with email in Option A. The RO will receive a Confirmation message stating the Progress
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Review has been submitted to the HLR. The Current Status is now ‘Progress Review Pending

HLR Approval.’
e |

& Confirmation
The a
Rating OfficialiHigher Level Reviewer
MyPerformance Main Page
Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unautherized release of
classified information is a violation of law and may lead to prosecution.
ew and print part or an entie plan after i is crealed; close a plan, and track the status of a plan.
+ Select the G’ but

Important: To miliar with the cohumns, select the ‘Need Help? ink

PlansiAppraisals In Progress

@ TIP Only Employees that have a plan in progress are listed below.

Create New Plan
ShowMe Al Appraisals [¥] ApprasalYear ALL [V Choose a Plan Type. 1 i
= ~ ype-- v
1

Records ~MIiHzs 5%

Employee Name 2. Current Owner 2 Rating Official Name - Appraisal Year . Appraisal ID. Plan Apgroval Date - Typess  Plan Status &
EHRIS Buraox, Wehjuw G EHRIS Cazf, Duszaxwycpeok C EHRIS Caaohy, Crdgdd | 2017 195 25-Apr-2016 Ded  Approved [¥] (G
Select the link to search for Completed Plans

Show Completed Plans/Appraisals

Figure 6— MyPerformance Main Page>Appraisal transferred to HLR Confirmation

7. Option B: Progress Reviews / Approvals and Acknowledgments tab and select Start button
for Step 1: RO — Request or Document Higher Level Review. Option B is located in the lower
portion of the page and provided here.

IDplinn B . Document the higher level review has taken place by entering the following information I

a Method of Review v
Other Method Cancel Save

Naot Started Step 1 must be completed
Not Stanted lep § Must be completed

Figure 7 - Option B - Document HLR has Taken Place

Step 2 Higher Level Reviewer -
Step 3 Rating Offcial - Documes
Step 4. Rating Official - Documes

8. If the HLR has given the RO the authority to document the RO’s decisions and the HLRS
approval, the RO will select Option B. Option B also applies if the RO is the HLR or there is
no HLR. Enter the Date the HLR reviewed the Progress Review and the Communication
Method it was received — select from drop-down Face-to-Face, Telephone, or Other.

Select the Save button.

Joption B - Document the higher level review has taken place by entaring the following information |

axwyepeok C Q

e [

Step 2. Highar Level Rev Not Started Step 1 must be completed
Step 3 Rating Offcial - Dx Not Started Starl
Step 4 Rating Offcial - Dx Net Started Step 3 must be completed

Figure 8 - Option B>Method of Review

9. Certify the information in this performance plan accurately documents the RO’s decisions
and the HLR’s approval by selecting the Yes button.

& Confirmation

| cartify that th information in this Progress y documants dacisions and the Higher Level Reviewar's approval.

Figure 9 - Confirmation Certification of Plan Accuracy
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10. The next step would be to document communication to employee, select the Start button to
the right of the task titled: Step 3: RO - Document Communication to Employee Start button.

Create/Update Progress Review
Go Back to Progress Reviews

Employee Information

nd suggested areas for improvement. It should faciltate meaningful dislogue and

tiator  EHRIS Casohu, Crdqdd |
= Inkiated

Need Help?

Status Action
Campleted Step 1 completed

Complated Step 2 completed
= (s

Not Started Step 3 must be completed

Figure 10 - Approvals and Acknowledgments> Step 3: RO - Document Communication to Employee

11. To document communication with employee has taken place; enter the Date the RO
reviewed the Progress Review and the Communication Method — select from drop-down Face-

to-Face, Telephone, or Other.

Create/Update Progress Review
Go Back to Progress Reviews

Employes Information

EHRIS Bwraox, Wehjhuw G

Approvals and

Need Help?

Action
Step 1 completed
Step 2 completed

Cancel || Save and Transfor 1o Employes for Acknowiedgment || Save and 9o 1o Step 4

Not Started Step 3 must be completed

Step & Rating Official - Oocument Employee Acknowledgment

Figure 11 - Approvals and Acknowledgments> Communication Date and Method

12. Once the Communication Date, Method and Other, if necessary, are completed, the RO can

either:
1. select Save and Transfer to Employee for Acknowledgment (proceed to Step

19), or
2. select Save and go to Step 4. (see Figure 12 below)
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Create/Update Progress Review

Employes Information

Employee Name _EHRIS Bwraox, Wahjkuw G
Show Employes Details

Progress Review Information

Progress Revew Status.  Initiated

Approvals and

Thus, sereen provades nformaton regarsng the siatus of your employee’s progress revw

Start bution is active, select 1o comple
+ Select Show bk 10 46 approvals and acknowle

process.
sgments micematon for each $tep

Hz o

Show ANl Detads | Hade Al Detads

Detais Tasks
Step 1: Rabng Offical - Requast or Documant Higher Level Review (€ requred)
Step2 Higher Level Reviewer - Review (i requred)
Step 3. Rabng Official - Document Commanc ation to Employee

Communcation Date
Communs aton Mathod
Qe

Swp 4 Ratng Offical - Document Employee Acknowiedgment

& TIP A progress review should acknawiedge achievements to date and suggested areas for improvement. It should faciitate meaningful dialogue and exchange of accomplishments and areas for improvement

Progress Revew Intiator  EHRIS Casohu, Crdqdd |

Completed
Comgieted
Not Started

Thg2016 @
Face o Facol

Cancel | Save and Transte¥io Empioyes for Acknowiedgment

Not Started

Go Back 1o Progress Reviews

Progress Revew Number 1

Need Holp]

Action
Step 1 complated
Step 2 completed

Step 3 mustbe co

Figure 12 - Approvals and Acknowledgments>Save and Go to Step 4

13. Select Yes that you are sure you want to go to Step 4.

& Confirmation

Are you sure you want to go to Step 47

»a

Figure 13 - Confirmation to Go to Step 4

14. The Start button is available for Step 4. RO — Document Employee Acknowledgment.

Select Start button.

Create/Update Progress Review

Employee Information

Employee Name _ EHRIS Bwraox, Wahjkuw G
Show Employee Details

Progress Review Information

Progress Review Intator
Progress Review Status

| 1fthe 'Start button is actve, select it to complete the process.
. Select Show link to see approvals and acknowledgments information for each step.

This screen provides information regarding the status of your employee’s progress review

EHRIS Caaohu, Crdqdd |
Pending Empl Acknowledgment

Go Back o Progress Reviews

@ TIP A progress review should acknowledge achievements to date and suggested areas for improvement. It should faciktate meaningful dalogue and exchange of accomplishments and areas for improvement

Progress Review Number

Need Help?

HeEa
Show Al Details | Hide Al Details
Details ‘asks. Status Action

Step 1: Ratng Official - Request or Document Higher Level Review (f required) Completed Step 1 completed

Step 2. Higher Level Reviewer - Review (i required) Completed Step 2 completed

Step 3. Rating Offcial - Document Communication to Employee Completed N Siep 3 completed

|szep 4: Rating Official - Document Employee } g 7 s
@ TIP These fields are auto-populated at the time of employee acknowledgment. If the employee is not available o refuses to acknowledge, you may update this area accordingly.
Acknowledgment v
Other Method
Date ®
Cancel || Save

Figure 14 - Approvals and Acknowledgments>Step 4: RO - Document Employee Acknowledgment
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15. To document employee acknowledgment, select Unable to Sign, No System Access or
Employee Declined from the Acknowledgment drop-down list, enter Date, and select Save.

Create/Update Progress Review

|+ 1 the “Start’ button is active, select it to complete the process. Unable 10 Sign

|+ Select 'Show link to see approvals and acknowledgments information for each step her

No System Access
= Employee Declined
Hzm o

Show All Detsils | Hide All Details

Details Tasks Status 5
Step 1: Rating Official - Request or Documant Higher Level Review ( required) Completed tep 1 completed
Step 2 Higher Level Reviewer - Review (i required) Completed Step 2 completed
Step 3: Rating Offcial - Dacument Communication to Employee Completed Step 3 completed
Step 4: Rating Official - Document Employee Acknowledgment Pending Empl Acknowjjid Start

@ TIP These fields are auto-populated at the time of employee acknowledgment. If the employee is ngj

[Acinowicdgment IR
Other hethod
Date  O1SEP2016 (@

#STable or refuses to acknowledge, you may update this area accordingly.

Go Back o Progress Reviews
Employee Information
Employee Name _ EHRIS Bwraox, Wzhjkuw G
Show Empioyes Datails

Progress Review Information

@TIP & progress review should acknowledge achievements to date and suggested areas for improvement, It should facilitate meaningful dialogue and exchange of accomplishments and areas for impravement
Progress Review Infialor  EHRIS Caaohw, Crdqdd | Progress Review Number 1
Progress Review Status  Pending Empl Acknowledgment

s and
This screen provides information regarding the status of your employee’s progress review. Need Help|

Figure 15 - Step 4: RO - Document Employee Acknowledgment> Acknowledgment and Date

16. Step 4 has been completed; select Go Back to Progress Review button.

Create/Update Progress Review

Employee Name _EHRIS Bwraox, Wehjkuw G
Show Employes Details

Progress Review Information
@ TIP a progress review should acknowledge achieverents to date and suggested areas for improvement. It should faciitate meaningful dialogue and exchange of accomplishiments and areas for improvement.

Progress Review niator  EHRIS Caaohu, Crdqdd | Progress Review Number 1
Progress Review Status  Completed

Approvals and

This screen provides information regarding the detailed status of your employee's progress review. Select ‘Show link to see appravals and acknowiedgments information for each step.

Employee Information

Need Help?
i
Ho 4
Show All Details | Hide All Details
Details Tasks Status

Step 1. Rating Official - Request or Document Higher Level Review (i required) Completed

Step 2. Higher Level Reviewer - Review (f required) Completed

len 2 Batng Offcial Document JoEmoloves amolated
[Fte 2 Ratng Official - Document Employee Acknowedgment Completed |

Figure 16 - Go Back to Progress Reviews

17. The progress review has been completed, from the Choose an Action drop-down menu
select Return to Main Menu and select Go button.

Pian | Progress Reviews | Annwal Appraisal | Narative Statements | ViewrPrint Form | Manage Guest Partcipants

_—
— Choose an Acbon —

Change Rating Official or Higher Level Revewer

Transter to Employee

Employee Information
Employes Namo _EHRIS Bwraox, Wehjkuw G
Show Employee Detais

Rotum 1o Main Page

Need Holp?

e performance cycle. At least one progress review i required and is ty

e midpont of the cycle. From this screen you €an create a progress review, update a progress review that has not been approved, and view

the Action column
ndet the Acton column

G TIP Progress

eviws are 3 review of an employes's performance which typically occurs midwary though the performance cyde. (Note: This does not

statements or anoual appraisal.)

Croato Brogress Review | | 31 = 5 &
Number Created By Creaton Date Higher Level Review Date Stats 2 Date 2 Employee Ack Date Action Delote
1 EHRIS Caaohu, Crdqdd | 01:S¢p-2016 05-Sep-2016 Completed 17-A09-2016 FacetoFace 01-Sep-2016 View History

Figure 17 - Progress Reviews>Choose an Option>Return to Main Page
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18. The Current Status is Progress Review Completed and the RO still has ownership of the

performance plan.

Main Page | Provde

y

Rating Official/Higher Level Reviewer

To create a Performance Plan

PlansiAppraisals In Progress

@ TIP Only Employees that

Show Me

Rocords Displayed

MyPerformance Main Page

Employee Name
[ERRIS Baraox. Wzhikuw G

Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information is a violation of law and may lead to prosecution.
From the Main Page, you can create, update and view employee Performance Plans; change the Rating Offiial and/or Higher Level Reviewer. view and print part or an entire plan afer itis created; close a plan, and track the status of a plan
You can aiso search for complated plans by selecting the ‘Show Complated Plans/Appraisals’ link located at the bottom of this page
To complate other actions described above
+ Seloct ‘Choose a Plan Type' + Select an option from the Action column
+ Select ‘Appraisal Plan Type
+ Select the ‘G button
+ Select the ‘Go’ button
Important: To become famiiar with the columns, select the "Need Help? fink
e a plan In progress are lsted below
. Create New Plan
Al Appraisals [¥] Appraisal Year AL [V] R ST T < BB
oy e s e
Current Owner - Rating Official Name - Appraisal Year - Appraisal 1D~ Plan Approval Date Type . Plan Status 5 Current Status 2 Action
—_— e —_—
EHRIS Caaohu. Crdadd | EHRIS Caaohu. Crdqdd | 2017 195 25-Apr-2016 DoD Approved Progress Revew Completed Update V][ Go

Select the link to search for Completed Plans.
w Completed Plans/Appraisals

Figure 18- MyPerformance Main Page>Program Review Completed

19. For this scenario, the RO selects the Save and Transfer to Employee for Acknowledgment

button.

Create/Update Progress Review

Employee Information

Employee Name _EHRIS Buraos, Wahjkuw G
Show Employes Details

Progress Review Information

Progress Review Indiator
Progress Review Status

Assessments  Approvals and Acknowledgments
This screen provides information regarding the stalus of your employee’s progress review.

+ Ifthe Starf button is active, select it o completa the process.
+ Select 'Show link to see approvals and acknowledgments information for each step.

He&n

Show Al Details | Hide All Details.

Details Tasks
Step 1: Rating Offcial - Requast or Document Higher Level Review (f required)
Step 2 Higher Level Reviewer - Review (if required)
Step 3: Rating Official - Document Communication to Employss

Communication Date
Communication Method
Qther

Step 4: Rating Official - Document Employse Acknowledgment

EHRIS Casohu, Crdqdd |
Initiated

s
Completed
Completed
Mot Started

17-Aug2016 @
[Face to Facelid]

@TIP & progress review should acknowledge achlevements to date and suggested areas for improvement. It shouid faciltate meaningful dialogue and exchange of accomplishments and areas for Improvement.

Action

Step 1 completed

Step 2 completed
Stat

Go Back 1o Progress Reviews.

Progress Review Number 1

Need Help]

Ca.mlsma-s‘rm-le Employee for Acknowledgment || Save and go sr.pl

Figure 19 - Approvals and Acknowledgments>Save and Transfer to Employee for Acknowledgment

DPMAP Guide
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20. The RO can send the employee a message regarding the performance plan or transfer to the
employee without an E-mail notification. If you need to send an email message, select Transfer
to Employee with E-mail Notification button. If there is no need for an email message, select
Transfer to Employee without E-mail Notification.

Rating Official Notification to Employee - EHRIS Bwraox, Wzhjkuw G

Cancel I Transfer to Employee without E-mail Notification | Transfer to Employee with E-mail Notification II

Message 1o Employee

10 send your employee a message regarding his or her Progress Review. After wriing the message, select the ‘Transfer to Employee with E-mail Notfication' button to send the message
d tielp?

owledgments

«rformance Management and Appraisal and select the Progress Reviews tab and then the Approvals and Acknowh
ince you've acknowledged, a c DD Form 2306 will be avadable in the Compleled Plans and Appraisals area

i an
opy of the

Enter message to employee

Notice: You are about to contact EHRIS Bwraox, Wzhjkuw G by e-mail Due to the unencrypted nature of this e-mail communication, please do not include any non-public information such as social security numbers or privacy act information in your e-ma

Figure 20 - RO Notification to Employee

21. The RO is navigated to MyPerformance Main Page. The RO will receive a Confirmation
message stating the plan/appraisal has been submitted to the employee. The employee will need
to acknowledge receipt of their performance plan.

v T T EEEE——.
G Cenfirmation
‘The appraisal has beon submitiod to tho omployoe
Rating OfficialiHigher Level Reviewer
MyPerformance Main Page
Nead Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information s a violation of law and may lead to prosecution.
prink p ent U p f
Create New P
Cheose a Plan Typa v [@s
Records Displayed  10[~] 13 & = £+
Employee Name Gurrent Ounor Rating Offcial Name Appraisal Year Appraisal 1D Plan Approval Date. Types. | Plan Status Current Status Action
EHRIS Brao, Wahjkuw G EHRIS Buraox, Watjkuw G EHRIS Caaohu, Crdqad | 2017 1% 26-Apr-2016 DD  Approved Progress Review Approved by HLR View V] [Ga

Figure 21 - MyPerformance Main Page>Appraisal submitted to Employee Confirmation

Employee Acknowledging Receipt of Progress Review

After the RO has documented communication, he or she will transfer the performance
plan/appraisal to the employee for acknowledgement. Acknowledgement does not mean the
employee agrees with the RO; it is merely acknowledging communication between the employee
and RO.
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Employee Steps to Acknowledge Receipt of Progress Review

1. Atthe MyPerformance Main Page, select the performance plan/appraisal that needs to have
the progress review acknowledged, make sure Action column reflects Update and select the
Go button. You must have ownership of the performance plan to make any changes.

NOTE: The Current Status is Progress Review in Progress.

MyParormance Main Page | Proveds Gusst Feedback | My Soumal
Empiayes
MyPerformance Main Page
Pised Hel
Warning: This application s designed for sensithve undassified personnel information enlly. Do NOT enter classified information in this system, Unauthorized release of
classified irforrnation is & viclation of law and may lead to prosecution.
P o
hpgraisals of EHRIS Arjqiegr, Oidgvpusgps N
Crasts Naw Plan
Lhoose 3 Plan Type- b Go
oo HE e

Ermgicyes hame Cument Crarer - Rt (ol Ko Apprasal Yo Apgrasal 0. Pian Appeonl b Tipesss  Flan Suns Cument Siates. Acton

Figure 22 - MyPerfomrnace Main Page

2. The Plan Details page is displayed as shown in Figure 23., select Progress Review tab to
acknowledge receipt of your progress review.

1

P ] T e | = |
Sip T Maion Gosly  $iep ¥ Parkormnnce Elempots and Slandands  Siep 4 Approvals and Acknowlsdgrrants
Chosse an Ackon 7
Emplopes Indoimation
Ervphois Mame _EMRIS Aeajiwrl Dhgapismaie N
e s Dt
e?
ye [ Aniveal Appraisal - Dol w A2
) : 18-y FE
O L ENRaS Caschu, Crdgdd |
3 Mae 1T | I
Moun2tr | By
EFRS Caehu, Crierdd |
v EHRSS Cartr, Dusiazwysjsock €
Save 00 Lot

Figure 23 - Plan / Step 1 Plan Details Page
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3. The Progress Reviews page is displayed as pictured in Figure 24. Select the Update button
under the Action column.

Pian | Progrens views | Arracal Appessisl | Nasabe Statemerss | RopotuForma

Emglores information

Crvooan an Ao
Ermployss Mame  EHRES Asjgjnegr, Dldgvpusgps N
e -

T

Hzwo
umber Crasted By Conation Dste ghar Loved flevre Dute. Smmn

T e 1Ay 2015

Commun st Dste Garmrrurse ston Method Employee Ack Dt

Ppmctery Eregd Az brzaimdgrrat Fata b Face

Figure 24- Progress Review Page

4. Select Approvals and Acknowledgments tab to acknowledge receipt of the progress review.
Step 4: Employee — Acknowledgment under Details / Tasks shows pending employee

acknowledgment and the Acknowledge Receipt button is available. Select Acknowledge
Receipt button.

Cresteipdate Progress Review

Ermpbrybs laliamstasn

G0 Back o Progress R
Elingee Wama  ENRSS AvjgrL Dkgnpusgpe N
Sh e Cotads
Prisgress Review inliemaisn
B TIVP B g v ek b Bl b i e sl B i Bprenirat T8 oS it dbisiagfi s
i v EHRIS Ajaimvaat, DMpropeagpe W | — 1
PiCipess Reoa STt Piatite] EMpd A0k rmbegriasar
Ansssamacts l Agpiovals snd Acknowledgmenis

—— [

Figure 25 - Progress Review / Approvals and Acknowledgments Tab

5. When you select Acknowledge Receipt a Date box is available. You can manually

enter the Date or use the calendar icon. Enter the date you are acknowledging and select
the Save button.

CreassUpdate Progress Review

o Dack 12 Fragress Rrvees
Ersphryes infirration
Expl EHRIS: Asjaivegn, Didgvpusgp: M
She, Dinnis

Progress Review infoemation

2 TIP & prosgrems rver thoukd sk

ectecign chemrerrarsin B clate ared sagqeested aran for improverment. [} thould {scliste meanngful 3

*  EMRIS Aajgjavgn, Didpepungee N
gl Ak rreigrraeat

Figure 26 - Approvals and Acknowledgments / Acknowledge Receipt / Date
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6. Step 4: Employee — Acknowledgment under Details / Tasks is completed. You have just

successfully acknowledged receipt of your progress review. Select Go Back to Progress
Reviews button to go back to Progress Reviews tab.

CreateUpdate Progress Review

kP B d=
Erpbiys Wil

LT T—

Figure 27- Approvals and Acknowledgments / Acknowledge Receipt Completed

7. Since the progress review was acknowledged, the Progress Review is complete and the
Action reflects View History. To return to the MyPerformance Main Page, first select
Choose an Action LOV drop down arrow depicted in the red box below. Second, select
Return to Main Page. Lastly select the Go button to the right.

P | Progress Reviews | Avvst Aggraass | Namemn Scmmmmens | Reponnt omms

mpryes ledssmans

- Narve  EXSIS Anpgrenst, Obpvponges N

Conn g Beies | 32 = 5 O
Norrer Crusted By “aston Cate Figher Lavel Bovs Duse wana Commune ston Oute Commue mor Metos

Figure 28 - Progress Review / View History

9. At the MyPerformance Main Page, the Current Status reflects Progress Review Completed.
Employee still has ownership of the performance plan/appraisal.

WyPariormance Main Puge. | Frovs Gue Fascack. | My Jourmal

Employer

MyPerformance Main Page

Warning: This application Is designed for sensitive undassified personnel Information only, Do NOT enter cassified information In this system. Unauthorized releass of
classified information is & violation of law and may lead bo prosscution
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Figure 29 - MyPerformance Main Page
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